 SEQ CHAPTER \h \r 1PRE-CONSTRUCTION MEETING / GENERAL INFORMATION SHEET
PROJECT:
ALL DAG PROJECT SITES


ANY DAGS PROJECT
 


D.A.G.S. Job No.:  ALL PROJECT NUMBERS FOR CIP AND R&M 

**VERY IMPORTANT…

MAKE SURE EVERYONE CHECKS THE END OF THE DOCUMENT FOR IMPORTANT NOTICES 
General ....
What this meeting is for -

1.  Introduce the principals of the project.

2.  Review construction administration procedures for various procedures

i.e. submittals, RFI, RFC, changes, payment, closing documents, etc

3.  Coordinate with other on-site contractors.

4.  Scheduling
5.  Emphasize the pertinent requirements related to this project.

6.  Contractor and Users concerns.

7.  Site Inspection.
8.  TAKE NOTE OF HOW NON-CONTRACTURAL COMMUNICATION/PAPERWORK

WILL BE  DONE.
What this meeting is not for -

1.  Open discussion of errors, omissions, clarifications, etc.

    -  To be submitted in writing through General Contractor.

    -  All verbals are non-binding.

2.  To discuss the General Conditions for Construction Contracts.    Interim General Conditions1999 -  Copies are available through the Public Works Division OR online at ehawaiigov.org
3.  Special requirements of User Agency not covered by Contract Documents.  

    -  Must be submitted in writing to Public Works Division.

Lines of Communication -
1.  All matters affecting contract requirements and requiring a signature shall be in writing and on hardcopy. All other matters should be done by email attachments.  Telephone and Fax communication is discouraged as it will slow everything down, proper people are not informed, and/or items are often get lost. 

2.  Unless otherwise directed by DAGS, there will be open communication between all major parties including the Contractor, Consultants, Users, and DAGS.

3.  The User will direct all recommendations and complaints in writing or email to their appropriate administrative directors and copy DAGS. 

Contractor's Commencement Requirements -
1.  Review Section 7.2, Commencement Requirements of the Interim General Conditions.  No payments for work will be made until all are submitted.
2.  Call Project Inspector for field verification of existing conditions of structures, landscaping, utilities, curbs, sidewalks, etc.

3.  Obtain all required permits prior to construction unless otherwise directed by the State.

State Inspector's Responsibility -
1.  On project site, see that all materials, construction details, and workmanship are in accordance to contract documents.

2.  Issue Notice of Non-Compliance for any material or work that doesn't meet the requirements of the contract documents.

3.  Does not suggest, advise, coordinate, or issue directions relative to the construction operations.

4.  Is not authorized to issue interpretations or clarifications to contract documents.  This is duty of Area Engineer.

5.  Is not authorized to allow deviations from the contract documents.
6.  Help to fill-out any RFI or RFC documents with the Contractor.
6.  See Interim General Conditions for further explanation.

Contractor's Responsibility -
1.  Maintain a qualified superintendent(s) on the project at all times to see that work is done in conformance to contact documents.

2.  Coordinate the work of all subcontractors and for the Quality Control of the project.

3.  Check availability of materials and equipment in order to arrive and/or be installed in a timely manner.  If substituting, request shall be made early enough to allow the State enough time to designate a substitute to avoid delay. Delays caused by late ordering of materials will not be considered as justification for extension of contract time.

4.  The State is very clear on submittals.


a. Check section on Specified or Prequalified for THIS PARTICULAR project.


b. Color samples of various materials submitted in one complete package only.


c. Shop Drawings are not for design or material changes.

d. Deviations shall be clearly noted on Transmittal Letter to the State, with explanation
    and justification attached. Not following this directive may nullify a submittal that was
    inadvertently passed.

            e. Should submittals not be submitted or returned per time specified, please advise
                immediately to avoid time delay clauses being invoked by any company and/or person.

5.  Time Extensions / Contract Time


a. Follow SECTION 7.18 of the Interim General Conditions, August 1994 or SECTION
                7.21 of the Interim General Conditions, 1999.  Keep accurate records for future 

                reference. See SPECIAL NOTE below.

6.  Request for Quotation for Extra Work.
            -   Initialize through & with the State Inspector’s help with a completed RFC – Field 

                Observation form.

-  Final estimates should be submitted no later than 10 days after the receipt of State's
                request.  WARNING: Failing to do so will be reason to not extend contract time for 
                the change per the Interim General Conditions.
                -  If requesting change order, it would be expeditious if you would accompany it with all
               appropriate cost information for evaluation.



-  All submitted cost shall be accompanied by estimates of change to Contract Time.

SPECIAL FAQs & NOTEs – These things are often misinterpreted or overlooked, BUT come up ALL the time
1.  TRENCHING:  

ALL projects require toning for utilities throughout project area before any excavation. THIS INCLUDES ALONG AND TRAVERSING AREAS OF ANY TRENCH.  

WARNING:  Most people think that toning is only for any line traversing utility.  This is not so.

No change order for additional cost will be provided if….

· No toning was done along the route of the excavation.

· Toning easily revealed a utility, but the contractor did not notify any User, Consultant, 

      and/or DAGS 

Change order will be paid for …

· Cost of slow digging/excavation for known utility

· Unknown utility that was broken and was not discovered by toning.

2.  WHAT IT TAKES TO HAVE A FINAL INSPECTION: 
A lot of people think that finishing up the main part of the work by the deadline (Completion Date) makes it ready and acceptable to call for a Final Inspection.

No Final Inspection will be called until…
· The preliminary walk-through punchlist items are completed as outlined in Section 7.31 – Substantial Completion & Final Inspection.  Please take note of at what point the punchlist will have to be done.
· Ask the Inspector for the Preliminary walk-thru checklist or see attachments.
· Check to see if your project in under the rules of the Interim General Conditions for 1999. Know the difference of the closing of the projects. i.e. What Project Completion means vs. Project Acceptance and the three different liquidated damages charges.
· All the Operations and Maintenance (O&M) Manuals have been submitted.
No Final Inspection will be called for AIR CONDITIONING, ELEVATOR, ETC. – Things with maintenance contracts until…

· The Operations & Maintenance Manuals have been submitted.

· The Test & Balance Reports have been submitted.

· The Maintenance Contracts have been submitted.

· The proper applications for State testing, if required, have been done.
BUT Guarantee period starts when all accepted and have passed inspection or trouble-free period, regardless if earlier than project completion date.  

MAKE SURE YOU SEND UP-TO-DATE MAINTENANCE REPORTS.  IF YOU DON’T KNOW WHERE TO SEND THEM, ASK THE ENGINEER OF THE PROJECT.
3.  OFTEN MISSED/OVERLOOKED or NEW:  
· For ALL projects, Mechanic’s Lien Releases and Surety Releases are NOT required.  That was the old requirement.

· Check to see, and execute that type of procedure, maintenance, and final submittal of AS-BUILT drawings.  This will be fully adhered to, unless under special condition or released in writing.

· There are Pages 00700-7/8 in the Project Specifications, which is a revision to Section 7.18 of the Interim General Conditions, August 1994 (7.21 in 1999).  This is the clause dealing with rain delay and will be adhered to.

· Check to see, and execute that type of progress/payment schedule called for.  We will not be deviating from this unless under special conditon or released in writing.

· The State Inspector's office shall not be used by anyone to store any project equipment and/or materials.

VERY IMPORTANT: How communication & OTHER important items will be done for this project.  See also separate file…. We are always open for discussion and/or improvement, but we do not go backwards.
1. COMMUNICATION FOR ALL NON-CONTRACTURAL DOCUMENTS..

· As much as possible, all communication should be done by email for maximum notification to the maximum amount of people, during any hour of the day or week.  Telephone calls to DAGS could seriously delay or lose any information transfer you may need/want.
· Notifications and transfer of meeting minutes, punch lists, problems, notifications, etc. shall all be transferred and stored digitally.  This can be done by attachment of documents in any of the popular formats, including the preferred pdf and tiff formats. FAX communication to DAGS could seriously delay or lose any information transfer you may need.

· Each person is responsible to keep digital records whether in their hard drives and/or on CD disk.

· Check the separate file on actual digital documents that are used for the project, the process, how they are used, and who needs to know about it.

· If you weren’t given the forms, please ask for them.  They include items that would be useful, though alternative forms may be used, including…

· Submittal Register

· Submittal/General Transmittal 

· Request for Information

· Request for Change – Field Observation Form
· Change Order form

· Daily Force Account Form

· Letter for Stored Goods

· Daily Report Form

2.  SUBMISSION OF AIR CONDITION, ELEVATOR, GENERATOR OR OTHER 

      MAJOR EQUIPMENT, OPERATION & MAINTENANCE MANUALS, AND
      TEST & BALANCE 
      The submission process and number of copies required, is as follows….

a. Submit one hardcopy for review.


b. After approval, the hardcopy will be returned for duplication and final submission of, 


    one hardcopy and 5 each digital copies on CD, with proper titling of the project on it.  

    The name of the contractor on the label is optional.
3.  SUBMISSION OF PAYMENT REQUESTS, CHANGE ORDER ESTIMATES, OR

      ANYTHING TO DO WITH MONEY 
      1.   Make all submissions to the nearest dollar.       




$0.00 to $0.50 = $0.00    
 $0.51 to $1.00 = $1.00

      

On even a small project, $0.50 will not move the percentages. 
2. All requests for Contractor estimates, whether they be change orders, Post Contract Drawings, etc. will require that they be returned within 15 calendar days under
      Section 4.3.3 - Interim General Conditions, 1999.  No time extension will be
      granted for delays caused by late Contractor submission.

4.  AIR CONDITIONING 30-DAY TROUBLE-FREE PERIOD MONITORING 

      1.  The DAGS Inspector shall, at the time of start-up, have all the principles or their

           representatives for the project, sign the sheet that acknowledges the beginning of the 

           30 day trouble-free period.
      2.  All principles or their representative, after the 30-day trouble-free period is over, shall
           reconvene to acknowledge acceptance and the start of the maintenance period.

      3.  All principles shall be given a copy for their records. 
5.  VERIFICATION FOR STATEMENT OF CONTRACT TIME 

        - For use when linear graph would show that the project is behind by more than 15% 

          and would generate a BEHIND LETTER
       1.   Input data into the MS EXCEL spreadsheet 11_VERIFICATION OF CONTRACT

             TIME.  The form can be requested from the Engineer for the project. 
2.   Submit the form with your payment estimate.
Note:  Should the project be in arrears with no possible adjustment to the submitted monthly updated schedule, this form will be automatically required for verification. 
6.  ITEMS THAT NEED TO BE SUBMITTED WITH THE MONTHLY ESTIMATE IN 

      ORDER TO PAID – As required by specification
1. Monthly Estimate   
2. Monthly Progress Report

3. Statement of Contract Time

4. Current on Daily Logs

5. Current on Payroll Affidavits

6. Updated Schedule

7. Updated Submittal Register 

8. Verification of Statement of Contract Time – If more than 15% behind schedule.

Note:

6 copies each, as a set, of Items #1, 2, & 3 are required

1 copy each of Items #4, 5, 6, 7, 8 are required per pay period.

7.  SPECIFICATION TO HAVE A SUPERINTENDENT AND/OR FOREMAN WHO 

       CAN MAKE DECISIONS FOR THE CONTRACTOR SHALL BE ON-SITE AS 

        OUTLINED BY THE SPECIFICATIONS

